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Application and users management instruction manual



Application and users management

1. Dashboard

The 'Application and users management’ application is used to easily access your C-point
applications and it also includes your personal and company details.

As the company admin, you can also manage the users of your company who have access to
your application via this module.

The dashboard provides quick links to the applications of C-point and Port of Antwerp to which
you already have access.

If you have access to more than one application, it can be useful to indicate your most used
applications as favourites by clicking on the asterisk. [2] Your favourite applications always
appear at the top of the overview.

B

8 My

Access application My details

B Favorites
e My profile
My company
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You can navigate between the different tabs via the menu on the left, or by clicking on one of
the tiles on the dashboard.

The following tabs are available for you:

e 'My Profile' - This is where you can manage your personal information.
e 'My Company' - This is where you can find the details of your company, as well as the main
users and their contact details.
e 'Admin Portal’:
a. 'My Users'-This is where you can manage the users of your applications, and
accept new user registrations.
b. 'Applications'- This is where you can manage different settings for the
applications you have access to.

To return to the main page at any time, click 'Application and Users Management' (4] or
‘Dashboard’

To log out, click your name in the upper right corner and then ‘log off’.

2. My Profile

In the 'My Profile' tab [1], you can view your personal details, and change them if necessary, and
manage your email preferences.

= Application and users management

My company Personal details | Manage emails

£ Admin portal User namd o

tess_tester
Personal details o

First name Last name
Tess Tester

Mobile/Telephone number Language

+321234567 English

Email address o

marjolein lambrechts@portofantwerp.com

Via the subtab 'Personal details' [2) you can change your personal details, such as username,
language preference and e-mail address, by clicking on the pen icon.

The language you specify in 'My Profile' determines the language in which the applications you
have access to are listed.
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If you change your email address, an email will be sent to the new email address to confirm the
change. As long as the change has not been confirmed, the old e-mail address will be shown in

the application.

In the 'Manage emails' subtab (4], you can define the situations in which you want to receive
automatic emails from the applications to which you have access.

The options shown depend on the applications for which you are registered.

My profile

Personal details ~ Manage emails

Here you can subscribe to emails of certain applications.

BTS ~ Rail Traffic System ~

A unique platform for railway undertakings, companies that load and unload rail wagons and third parties involved in rail transport

An obligated platform for the container barge and terminal operators to handle planning requests and to draw the terminal
ta request terminalslots and to consult status information of trains and wagons.

planning

3. My Company

In the 'My Company' tab [1], you can view the details of your company and change them if
necessary (except for the identification codes, i.e. EORI, DUNS, VAT, APCS), as well as the
designated company admins of your company and their contact details.

You can change your company details by clicking on the pen icon.
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[1]

© My profile My company

My company Company details  Main users

& Admin portal .
Company details [2]
Name
GE-TEST

Street and number

Havenlaan 1

Postal code and city

2000 Antwerpen

Country

Belgium

Email address

info@ge-test be

VAT number

BE 013243546576879

DUNS number

Noticed something wreng with the data?
Contact the helpdesk: support@c-point.be

Mobile/Telephone number

+3231234567

EORI number

APCS code

ZE1044

Via the subtab 'Company admins' [2] you can check per application who the other company
admins of your company are and you will also find their contact details.

All users of your company can consult this information.

My company

Company details [1]
Barge Traffic System A
Last name Name
TGetest Iris

Email address

marjelein.lambrechts@portofantwerp.com

Mobile/Telephone number

+321234567

4. Admin Portal

e-CMR
Last name Name
'TGetest Iris

Email address

marjolein.lambrechts@portofantwerp.com

Mobile/Telephone number

+321234567

Via the tab 'Admin Portal' you as the company admin can view and manage the users and

application settings of your company.
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4.1.My Users

In the 'My Users' tab, you can manage the users for each application of which you are a
company administrator.

4.1.1. Manage users

In the 'Manage Users' subtab, you can find an overview of your company’s users.

Hi Dashboard ) Tess Tester -

= Application and users management

8 Mypro Manage users
E My company Al Rosot filtors

€ Admin portal

When you open this tab, a list of all users appears
Some important parameters are shown:

e The term ‘Company Admin' indicates whether a user can manage his or her company’s
users, or request additional activities and application codes for the applications to which
he or she has access.

e The indication 'Active' shows whether the user is still active at your company. (Inactive
users no longer have access to applications from C-point and the Antwerp Port Authority
and will be automatically deleted over time.)

e The 'Last session’ column shows when the user last logged into an application. This
column is only filled in if you have selected an application via the filter screen.

A number of available actions are shown top right

Click 'Reload' to update the list.

With the 'Export CSV' button you can export the list of users.

Click 'New' to invite a new user in your company to use an application.
Click 'Filter' to filter the list of users.
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4.1.1.1. Invite a new user

Click 'New' to open a details window on the right where you can enter the details of the new
user [1]. You can invite a new user in your company for an application with this window.

= Application and users management B Dashboard () Tess Tester =
Manage users New user x
e Account details
-
tess_teste ess Tester Email address *
Jack bbelcheck
Personal details

[1]
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Fields marked with an asterix are required
button appears

New user

Account details

Email address *

justis_just@ge-test.be

Personal details

First name *

Justis

Mobile/Telephone number *
+32123456789
Application *
e-BALIE

Language *

. After entering all the required information, the 'Save'

Just

(o= )|

After clicking 'Save', an email is sent to the invited user with an activation link for activating his

or her account.
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4.1.1.2.  Filter list

Manage users @ new B ExportcSV  C Refresh [l glSTCS
Userstate: Al x Application
Choose an option
User name First name Last name Company Company admin
Activity

iris_getest Iris t Getest GETEST v

tess_tester Tess Tester GETEST v

Jack Dubbelcheck GE-TEST @Al Oscive O inacuve

User name

First name

Last name

[1]

Click the 'Filter' button to open a list of parameters on the right side of the screen that can be
used to filter the list of users [1].

All fields are optional, so you can decide how many parameters you use for filtering.
You can only filter for applications of which you are the company administrator.

The filter fields for username, first name and last name work with “contains: ‘..." ”.
Click ‘Search’ to reload the user list with the parameters you have entered.

Click ‘Reset' to remove all the entered parameters and close the filter window.

4.1.1.3.  View and manage user details

To view more information about a user or change the user’s details, select the user’s line. A
details window opens on the right side of the screen [1].

Depending on whether the user is active or inactive, you can carry out other actions via the
details window.

[1]

Manage users Details for Iris 't Getest X

User name First name Lastname Account details  Applications

inis_getest Iris "t Getest

tess_tester Tess Tester Account [3] [2] 2 setasnormaluser i Set as inactive

Jack Dubbelcheck
User name Userld
"
iris_getest 2THWQZNKQFEVOSK
Email address [3]

marjolein.lambrechts@portofantwerp.com

Personal details [3]

First name Last name

Iris ‘1 Getest

Mobile/Telephone number

+321234567

Company

GETEST

Language

Nederlands
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Details can be managed using the action buttons in the top right corner

e Make a normal user a company administrator or vice versa.
e Switch the user between active and inactive.

The user’s personal details can be changed via the pin next to the user’'s name

Underneath the details buttons, you can request a new password for the user, or send a hew
email with an activation link for an inactive user. [4] In both cases, the user will receive an email.

Via the pin icon in the ‘Applications’ tab [1], you can link user roles for each application the user
has access to.

Details for Iris 't Getest X

Account details || Applications

Applications

Applications Groups

Barge Traffic System This user has no user roles for this application yet /7 E

Hakka Platform This user has no user roles for this application yet 7’ |
Cargo owner

Optimalisatie Liguid Bulk Surveyor - Inspection rFd E‘

Surveyor - Lab

External application admin for C-point
e-BALIE /s i}
Declarant export

v € Grant access

You can remove the user’s access to an application with the trash icon.

Extra applications can be added for the user with the dropdown menu. 4] You can only add an
application to a user if you are a company admin for this application.
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4.1.2. Manage user registrations

The 'Manage user registrations’ subtab contains requests by new users in your company for
access to one of the applications of which you are the company administrator.

= Application and users management BEE Doshboard (Y Tess Tester -

@ My profile Manage user registrations
B My company New Reset filtars

£ Admin portal

Registrations are placed in 4 categories: new, accepted, rejected and activated.

The list only shows ‘new’ (awaiting processing) as default. Click the 'Filter' button to open a list
of parameters on the right side of the screen that can be used to filter the list of registrations.

Click a request to open a details window

Manage user registrations Registration of Justis Just X
First name Last name Company name Application Accountdetails  Audit data
Justis Just GE-TEST e-BALIE : -

Account

Personal detalls ()

Justis Just
r ]L;SU’S,];SI@Q&IESLDE 743;]23456780
éE-TEST

Nederlands v

1-10of 1items m Cancel

You can accept or reject a request underneath the details window. (3] In both cases, an email is
sent to the user.

By clicking the pen icon you can edit the personal details of the user if necessary.

When you decline a request, you will be asked to write down a reason that will be included in
the email to the user.

You can also consult the reason for rejection in the details screen of the registration by opening
the tab 'Application request'.
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Registration of Justis Just

Account details || Audit data

Audit data
State Date Updated by

Rejected 24-08-2021 09:50 Iris 't Getest

Reason cancelled
geen toegang vereist

TIP

In applications that work with company administrators who manage users in their company,
user registrations have to be dealt with by the company administrator of the company.

The company administrator receives an email every time a new user requests access to an
application.

Aren’t you the (only) right person to handle new user registrations for your company? Please
assign another company administrator for your company (see 4.1.1.3.).

4.2. Applications

In the ‘Applications’ tab, you can manage your applications. You can request additional
company activities and application codes here, and assign user roles to yourself and users in

your company.

4.2.1. Manage applications

In the subtab 'Manage applications' you can find all the applications that are offered,
subdivided according to the access you have.

You can change settings, and change and remove user roles for each application you have
access to. If you do not yet have access to the application, you can request access via this

subtab.

=  Application and users management

Applications

Here you can manage your applications
[ My company you can manage your applical

Applications that you have access to ~
& Admin portal R v
Applications that your company has access o ~

Applications that your company doesn't have access to ~
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4.2.1.1.  Applications to which you have access

This group contains all applications to which you have personal access [1].

Applications [1]

Here you can manage your applications.

Applications that you have access to +

Barge Traffic System Hakka Platform Optimalisatie Liquid Bulk

Verplicht platform voor de containerbinnenvaartsector om slots te boeken op Your company has access to the following communities: Product aangeboden door Port+

de containerterminals in de haven van Antwerpen
Your company has access to the following communities:

‘Your company has access to the following communities:

42 Manage user roles M Manage company activities
. 42 Manage user roles A Manage company activities
l 42 Manage user roles W Manage company activities l [2]
e-BALIE e-CMR
eBalie stelt de douane-MRN's van export- en transitcontainers snel en efficient eCMR, de digitale vrachtbrief

ter beschikking van de terminal operator. De aangever kan ook de status van

Zijn containers opvolgen.
Your company has access 1o the following communities:

Your company has access to the following communities:

48 Manage user roles W Manage company_activities

42 Manage user roles A Manage company activities

Applications that your company has access to ~

Applications that your company doesn't have access to ~

All applications which you have access to are listed here. You can carry out actions separately
for each application [2].

Depending on the application, various actions are available:

Manage emails

Manage company activities
Manage user roles
Manage application codes

Each of these actions can also be found in another subtab under the 'Applications' tab in the
‘Admin Portal’.

If you click one of the actions on this page, you will be forwarded to the relevant subtab, filtered
according to the application you selected.

More information can be found in the chapters on the relevant subtabs.
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4.2.1.2.

Applications which your company has access to

This group contains all applications to which your company has access [1].

Applications

Here you can manage your applications.

Applications that you have access to ~

[1]

Applications that your company has access to v
e-BALIE

e-Balie stelt de douane-MRN's van export- en lransitcontainers snel en efficiént
ter beschikking van de terminal operator. De aangever kan ook de status van
zijn containers opvolgen.

e-CMR

&CMR, de digitale vrachtbrief

Applications that your company doesn't have access to ~

You can request access to these applications by clicking 'Request access' [2].

If you request access, the 'Request access' turns black. (3]

Before you gain access, your request must first be approved by a company administrator of your
company. You will receive an e-mail as soon as the company admin handled your request.

4.2.1.3.

Applications to which your company does not have access

This group contains all applications to which your company does not yet have access. [1]

Applications

Here you can manage your applications.

Applications that you have access to ~

Applications that your company has access to ~

(1]

Applications that your company doesn't have access to v
Apics

Advanced Port Information Control System

[2]

Container re-use

Faciliteert de interactie tussen scheepvaartlijn en transporteur voor het
hergebruik van lege importcontainers voor export zendingen.

& Request access

Microservice responsible for everything related to water levels.

Fill in access request «

Centiweight

CertiWeight biedt de industrie, inland en rederijen/agenten een totaaloplossing
aangaande de nieuwste IMO/SOLAS-wetgeving i.v.m. het wegen van
containers.

@ Requestaccess

Descartes Vesselmanager

Descartes Vesselmanager

Fill in access request -

NxtPort autorisatie module (voor SSO)

Fill in access request

Centified Pick-up (CPu)

Certified Pick-up, beveiligd proces om de pick-up van een import container te
faciliteren

Fillin access request -

FORWARD e-Contracts

Fill in access request v

PortCall mobile app

Fillin access request -

The only option available for these applications is to request access [2].

In this case, the request must always be approved by an application administrator.
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4.2.2. Manage company activities

In the 'Manage company activities', subtab, you can request new company activities for an
application which you have access to.

Manage company activities

Here you Can manage your company activities.

Beschikbaarneiaskalenaer Hakka Platfarm

tsector om slots te boeken op

Fill n sctivity request ~ FillIn sctvity request ~

You can request additional company activities by clicking ‘Fill in activity request’ by the relevant
application.

A list appears of all company activities which you can request for the application concerned.
The ‘Activity request’ button only becomes active after you selected an activity.

After the request is submitted, it must first be approved by the application administrator before
you can use the application with this additional company activity. You will be informed by email
when the request is approved.

4.2.3. Manage application codes

In the ‘Manage application codes' subtab, you canadd annlication codes (RE codes and waste
collector codes). You can indicate here the clients pr waste collectors for which your company
has power of attorney.

You can add a code to an application by clicking ‘Add new client code’.

You can then add a new code and send a request to the application administrator.
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Application codes

Here you can manage your application codes

Applications

Tool

Existing Supplier number
Al ation c (Requested)
RE019557

Add new Supplier number~

@ Add new Supplier number

4.2.4. Manage user roles

In the ‘Manage user roles’ subtab, you can assign or remove roles for yourself and your
company’s users for each application of which you are a company administrator.

You must first use the filter field to select the application for which you want to manage user
roles.

After selecting an application, you are shown a list of all possible roles for the application.

board () Tess Tester ~

= Application and users management

O Ly e Manage user roles

Y —

£ Admin portal

Application

If you click on a user role, a new window opens on the right where you can add or remove users
from the selected user role.

e Add with -«
¢ Remove with =
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Role Barge operator

Users with the role Users without the role

Userlt Last name First name Company Userld Last name First name Company

2THKHLJIMUC... Tester Tess GE-TEST » # 8 2THWQZNKQFE.. 1 Getest Iris GE-TEST

1--10f-1items > 2l 1-2of 2items

You can search for users by username, first name and/or surname. (2] Only users in your
company who already have access to the selected application are shown here.

The user identification must be entered in full. The first name and surname can be partially
entered.

Click ‘Search' to reload the user list with the parameters you have entered.

Click ‘Delete’ to remove all entered parameters.

TIP
You can also link user roles to users via the 'Manage Users' tab.

After you are granted an additional company activity within an application, you must then
assign the user roles linked to this activity to yourself and the users within your company.
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